
Job Description – Caretaker/Cleaner (Part-time) 

 
1. The Caretaker/Handyman will be supervised on a daily basis by the Clerk  

 
2. Unlock premises for casual hirers at the start of the hire period and re-secure the building at 

the end of the hire period. 
 

3. Guide new hirers round the premises showing them how essential elements work, informing 
them of any significant health and safety matters and reiterating their responsibilities in 
respect of the hire. 
 

4. As soon as possible after an event, check the building and contents for any damage or 
missing items and inform the office. 
 

5. Prepare buildings for bookings such as moving furniture as required. 
 

6. Clean Council buildings internally and arrange the replenishment of supplies with the office 
as necessary. 
 

7. Clean internal and external ground floor windows and doors and other surfaces at ground 
floor level. 
 

8. Ensure buildings and environs are kept clean and tidy and free of litter. 
 

9. Remove rubbish and put out for regular collections. 
 

10. Carry out basic building maintenance tasks on Council assets 
 

11. Liaise with contractors carrying out work at the premises; monitor the work, deal with any 
issues arising or seek advice from as necessary.  Ensure contactors work safely and leave 
the site tidy. 
 

12. Provide access for utilities and security companies as required to check meter readings and 
service equipment. 
 

13. To be a point of contact in case of emergency in Council buildings. 
 

14. Provide cover in the absence of the other Caretaker. 
 

15. Act as the Town Council’s representative in all duties, helping members of the public and 
generally promoting good public relations. 
 

16. Assist with other Council tasks as requested. 
 

17. Liaison with the current other Caretaker in respect of all duties. 
 

18. Ensure compliance with health and safety requirements whilst carrying out all duties. 
 

19. Assisting with Council run events, supporting where required. 
 

The list of duties is not to be regarded as exclusive or exhaustive; there will be other duties 
and requirements associated with the post and you may be required to undertake such 
other duties as may reasonably be required of you. 


